OWA

New features
Logon

The OWA 2007 logon page will remember your “private”
selection and the username you entered on those trusted
machines between OWA sessions so you only have to enter your
password the next time you log on.

L —
There is also a checkbox here for the “Light” version of OWA for s

the Mac and browsers other than IE6 and 7. OWA Light is also
optimized for accessibility, making it easier on those users with
low vision and screen readers.

Mail

B comectd i
£ 2007 Muimh Cortnrmtem. A1 roghes rsmr vl

Mcremalt Exchargr:

E-mail appears automatically as it arrives in your Inbox and the unread counts in the folder tree stay up-to-date so
you no longer have to press the “Check Message” button over and over again to see if you have received that
important email you've been expecting.

Also within the folder tree, there is enhanced drag and drop functionality from the mail list. You can drag and drop
single or multiple items from the mail list into folders and interact with those items by right clicking and choosing
actions within the menus.

Integrated Notifications S
= Mews Mail | @

Notifications of new mail drop down from the folder title area
next to the Help icon (instead of a pop-up on the WindowOs
Taskbar). They remain for 5 seconds before disappearing.

Mail Module Toolbar Eﬁl Mew - - % .t '-Eﬁ M

From the mail module toolbar, a user can:

.Forwar| =1 Cohen, Howard

Enkerprise Wault

a Reply @ Reply to All Q Forward

+  Change the mail list to single-line view instead of the default multiple-line view.
% Adjust the “Reading Pane” that’s shown on the right by default. Options include Off, Right and Bottom.
#  Delete Items

Lﬂ =~ “Move” or “Copy” to a folder

Arrange messages # =] @ Fron

Date

) ) ) ) ) Last Week _

Right-click on the From, Subject, Received, Size... toolbar to e Conversation
view more sorting options. Types of sort include Conversation G From
(shows threads of specific message topics), Type, 0 Mad To
Attachments, Importance, Flag Due Date, and Flag Start 5 0 Mad Size
Date. Older Subject

& Mo e
NOTE: When in multiple line view, the toolbar only displays o

“Arrange by”, but still allows for custom sorting by right or
regular clicking anywhere on the toolbar.

viacl

1
S:\DIICrossFunctional\Projects\Exchange2007\Documentation\OWA-Exchange\OWA New features.doc



Mail < | Inbox (76 Items)

View mailbox size instantly 2 £ Boudreault, Rhonda (= Sinew - E
ﬁ (—|
Hover mouse over your mailbox name to display the maximum 8- 11.18 MB of mailbox space 7%
. . o | used. At 83.01 MB you will not be
allowed mailbox size and current usage. || 2l to send mail . Date -
"3 FootPrints Todav
E Importan The right-click folder tree context menu now includes:
(5 Inbox 5 Open
ﬁa Junk E-m Cpen in New Window
£ Keepers | .. ¢ “Move Folder”
EF Lesie ‘L3 Move Falder... R “Copy Folder”
D_ Motes |54 Copy Folder... . . :
[ utbox e New folder creation and in-place folder renaming.
[ Sent Tterf X Delete e  “Mark All as Read” action for folders.
“ Ei::;lm Rename e “Empty Folder” to delete all items in one click.
R —— Create Mew Folder. ..
4 Mail B Mark Allas Read NOTE: A new Option to empty the Deleted Items Folder on log off is also provided in the
M .. | EmptyFolder new Options pages.
16:08 RA0 B h
{5 ¥  Today
¥ Tomarrow
¥ This Week
Tue
Message Flagging Tuel ¥ Mext week
Tue| ¥ Mo Date
Flags can now be associated with start dates for Tasks.
¥ Mon 21/04/2008 w
Right-click on a flag to view options. 184 )
It %  SetDate and Reminder...
v Mark Complete
Clear Flag
Set Default Flag r
Tue 15/04 1KB Ll
Tue 15/04 1 MB Ul
Tue 15/ (] [ Blue Category
(] 0O Green Category Labeling (Categories)
19/12/4 |:| |:| Qrange Category
Click on the Categories icon (next to the flag) to color code messages, in addition to or
10/12f4 ] [ Purple Categary , _
instead of flagging.
[1 B Red category
] [ tellow Categary Note: You can also categorize Calendar items, Contacts and Tasks.
Items 1 Manage Categories. ..
Clear Categaries
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Sdnew - | - B OX | -] B | Ghreply | SiiRe

Search

Management Committes Ple &
Find items in our mailbox quickly and simply via the integrated [] Resutsin: Subject and message body X
search bar. Click on the double-headed arrow to perform an ] From o
advanced search. F c - § Be Category 3

In the Mail module, Search is shown as one field above the
mail list that will search across the currently selected folder or semdibe L2

. ) Search
user-selected location provided by a drop-down menu. E———

This Folder and Subfolders
All Folders and Ttems

«

Note: The integrated search is also available in Contacts and

Set Default Location " 2 This Folder
Tasks views.

This Folder and Subfolders
All Folders and Ttems

Delegate Mailbox access

: Note: You must be granted Full Access by another user in
L | i JeRLEEl] Boudreault, Rhonda ey to open their mailbox in OWA. This feature is therefore

Open Other Mailbox W only of use to those who have Delegate access to another
account, e.g. PAs.

Select mailbo:

Kemp. Serena Open... To open a shared mailbox, first click on your mailbox name on
the top right of the OWA window then enter the name of the
mailbox that has been shared with you in the Open Other
Mailbox prompt. Click Open... The mailbox that has been
shared with you will open in a new window.

Composing Mail
Note: These features are also available to you when scheduling a meeting invitation in Calendar mode.

From within the New Mail Toolbar you can:

e Access messaging options to set HTML w
importance, priority, and request _ HTML
read receipts. send W 0 @ & Y 3 & V- B ORHENS. . § plain text

e Choose to format your message in Tahoma v v B I U= iS|E=EE®- A v «{1—

HTML or Plain Text.

e Use the HTML editor to change fonts,
and color or add a hyperlink to a
document.

e  Click on the double-headed arrow on
the font toolbar for more formatting
options.

O O™
MR e
=
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Spell check — Click on spell check after composing your mail
to highlight misspelled words — simply right-click on a
highlighted word to view alternative options.

Full featured Address Book

Hi

re. next Wendesday's meeting - I hope to hear

Regards
Joe

Wednesday's

Wednesdays'

Ignare

Ignore All

This displays the Global Address List, Contacts, and Rooms (Resources), and is browseable and fully searchable.

Auto-complete mail names

When you type the first letter of a mail name in the To, CC or

Bcc boxes, Auto-complete suggests possible matches based on
names you have typed previously. Or you can use the “Check
Names” icon.

[ To... emp, Serena
Kemp, Serena
& ce.. Office: Mot Available
Subject: Phone: 802-828-00585
Tahoma f=[ Add to Contacts... -
Properties...
Remove

Access or search the Address Book — at any time from the
main OWA toolbar (see icon opposite); when composing malil,
from the message window toolbar, or by clicking on the To or
Cc button.

Display details — Click on an entry in the address book to
display details for that person in the Reading Pane opposite.
Details displayed include Calendar availability.

S:\DIICrossFunctional\Projects\Exchange2007\Documentation\OWA-Exchange\OWA New features.doc
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=send [

E To... G|

D @ & ' ¥ &7 -5

E cc..

Sullivan, Ruthann [Ruthann.Sullivan@state, vt us]
Kemp, Serena [Serena.Kemp@state, vt.us]

Subject:

Personal Properties — Right-click on a resolved name to view their
properties, e.g. office location and phone number, where available.

I a Find Someone I

@ hitpsy/fwebmail state vt s/ Tae ~ltemBia=Openatt=AD Recipient.. = (=) [

Kemp, Serena

Contact

Information

w

Organization ¥

Availability

Address

Alias
E-mail

Phorie

Department

Tue 7/1/2008

Tuesday 7/1/2008
2100 9:00

10:00: 11500

Serena.Kemp
Serena.Kemp@state. vt.us
802-828-0065

Information and Innovation

V3 Show anly working hours

12BN 100 EO0 g0n 4

[ |

4

{Mailing
idress)
City
Map This Address...

Montpelier

[® + Trusted sites | Protected Mode: Off

HI00% v




2 Tentativew

+" Accept- XA Dedine~ @

Reading Pane

Microsoft Meeting
Buttons for responding to Calendar items (i.e. Accept,
Tentative, and Decline) are now integrated into the Reading
Pane of messages, so you don’t need to double-click on an
invite in order to respond.

Kemp, Serena

Pleaze respond,

Boudreault, Rhonda
Thursday, June 26, 2008 10:30 AM-12:00 F

Required:
When:

Attachments - Web Ready Document Viewing

Read Word, Excel, PowerPoint, or Acrobat attachments as web pages (HTML) — no need to have MS Office or Acrobat Reader
installed on our computer. Click on the [Open as Web Page] link to quickly view the document in a web viewer. It is, of
course still possible to Open or View an attachment in the usual way.

Bre - -] toaw Bow Dooiwes Dwek Hrons ]
Calendar e TR e e e e
- Ok - Wedding | Do s M Jd_ Andegerdence [
_ Pay-day & | _ri-nhx!c_
The Calendar has been completely o
redesigned with lots of added functionality 1o~
and visuals: e
il
) . 12 P
e New calendar views for daily, st el
. - 2=
weekly, and work week including -
a new Reading Pane preview P — = e
available for all views so you don'’t med @D | O & = 1 b m- @ hm @
haVe to double CI|Ck to open an Appointment | Scheduling Assistant
Start: Wed 7/2/2008 v 2:30PM ¥ End: Wed 7/2/2008 v 3:30PM v [¥] Show only working hours

appointment to see the full

[} Select Attendees L:na PM__LODPM_ 2:00P 3400 P 4:00 P ;'D-‘-;?’:ay Suggested Times
details. B soudrealt, thonda ¢ neos v >
. . Kemp, Serena. SMTWTF S
e Enhanced Date Picker with EEEREEE
current date selection and view B S
. - 2 30 e 345
settings reflected for daily, 6 7 B e T
Duration: ' 1hour -
weekly, and work week. M seect Rooms - i =
Gl 2 of 2 free
e “Smart” scheduling with O
integrated free/busy status f Blzsiz ey
. . . B2 of 2free
indicators for each meeting !

invitee and meeting time. || Wleusy [ Tentatve [Toutofofice [N Information [JGood [IFar MPoor

[@ + Trusted sites | Protected Mode: Off ] 100% v

< | DI - Desktop Support (1629 Ikems, 1623 Unread)

e | H- | B X | &-

Arrange by: Date =

Public Folders

= [ Public Folders
= [ ACCD - Public Folders
= T3 ADM - Public Folders
= 3 AGR - Public Folders
= T3 ANR - Public Folders

- & searchy
MNewest ontop =

Last Month

N <] Morrison, Sue 5/23/2008
= g AOT - Pub!lc Folders ACD Trairing B
e s & sulivan, Ruthann s - PUDIIC FoOlders:
@ [ DHR - Public Folders RAS Booked for Tax ACD training
= [ DI - Public Folders I sullivan, Ruthann 5/23/2008
# [ DII - Calend Tax Dept - ACD for Help Desk training .
e [ wa— siaes © PUblic folders have been added to the OWA folder tree and can be
® [ DI -Tel Fiv: SAV 10.2 Server for Desktop Support . .
Cion-sig G memeemtee  s;aumes ©  accessed normally. Users can add, copy, move, delete and search just like
300 -C i -
B G 2T e AN OWA folder
. ] S Patty Houston
(=] mail 4 Morrison, Sue 5/21/2008 ) ) ) )
#H calendar Patty Houston NOTE: Public folders are not available in OWA Light
- <] Morrison, Sue 5/20/2008
8=| Contacts Patty Houston (Harry has until 10:30)
= 2 Canas, Karen 5/7/2008 ©
:'A o=ks @ Emailing: IT Documentation - OWA 2003 FAQ.htm

_rFé Documents

§ Public Folders

.- Canas, Karen 5/7/2008
FW/: microsoft
Ttems 1 to 50 of 1629 [ER N
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1 OHICE Outlook web Access FF Options | Boudreault, Rhonda = | Log Off
.

L]
Options Language

Regional Settings Which language do you want Outlook Web Access to use?

Messaging Choose language: | English {United States) v
Speliing The language selected above does not match the names of some default folders in your mailbox.
Calendar Options Rename default folders so their names match the spedfied language

The language you choose will determine the date and time settings below.

Cut of Office Assistant

Rules e
1iz ;
'—I-—G] Date and Time Formats
E-Mail Security
Junk E-Mail Date style: 1/21/1999 v
Rl Tirme style: LO1AM - 11:59 PM v
General Settings )
Current time zone: | (GMT-05:00) Eastern Time (US & Canada) »

Deleted Items '
About

Options

. . . 3 PR
Regional Settings 4| Message Options #4 E-mail Signature
Messaging i}
Mumber of items to display per page: 50 v Tahoms S E T = = .
Spelling After moving or deleting an item: | open the next item v
Play & sound when new items arrive
Calendar Options Display a notification when new e-mail items arrive
Display a notification when new voice mail items arrive
Out of Office Assistant Display 2 nobficaton when new fax ftems arrive Automaticallyincluge my signature on outgeing messages
Rules Message Format @ Message Tracking Options Reading Pane Options
E-Mail Security Compose in this message format: Choose how to respond to requests for read receipts. ) Mark the item displayed in the Reading Pane as Read
Junk E-Mail @ HM @ Ak me before sending a response WWait seconds before marking the item as Read
un al @ Plain text Always send a response Mark the item as Read when the selection changes

Change Password Choose message font: 10pt. Tahoma (©) Never send 3 response % Do not automatically mark items as Read
General Settings Tahoma vuvBIUA-
Deleted Items
About

Options

? Spelling Options

Regional Settings
M .
==y [[] Ignore words in UPPERCASE

Spelling Iagnore words with numbers

Calendar Options Always check speling before sending

Out of Office Assistant

Rules ﬁ' Dictionary Language

E-Mail Security
Choose which dictionary to use when checking vour spelling.
EEE Language: ‘ English (United States) ~
Change Password Mote: If you want to chedk spelling in & different language, you can change the language in each message before cheddng spelling using the Speling
menu.

General Settings

Deleted Items

About

6
S:\DIICrossFunctional\Projects\Exchange2007\Documentation\OWA-Exchange\OWA New features.doc



Options

Regional Settings
Messaging
Speliing

Calendar Cptions
Out of Office Assistant
Rules

E-Mail Security
Junk E-Mail
Change Password
General Settings
Deleted Items

About

Options

Regional Settings
Messaging
Speliing

Calendar Options
Out of Office Assistant
Rules

E-Mail Security
Junk E-Mail
Change Password
General Settings
Deleted Items

About

Options

Regional Settings
Messaging
Speliing

Calendar Options
COut of Office Assistant
Rules

E-Mail Security
Junk E-Mail
Change Password
General Settings
Deleted Items

About

[ calendar Options ] calendar work Week /A Reminder Options
[7] show week numbers Show week as: Shaow reminder alerts
First day of week: Sunday v [Z] sun Mon [] Tue Wed (] Thu Fri [C] Sat Play a sound when a reminder is due
Show hours in: @  15-minute increments Start time: 8:00 AM v Default reminder: | 15 minutes
30-minute increments End time: 5:00 PM b

28] Automatic Calendar Processing

Control how meetings are updated on your calendar. Existing calendar items are automatically updated when a meeting update, cancellation, or
response arrives or you receive a notification that a meeting was forwarded, Meeting responses are not sent back to meeting organizers.
Automatically place new meeting requests on my calendar, marked Tentative
Move out-of-date meeting requests and responses to the Deleted Items folder
[ Automatically process requests and responses from external senders

[] Move notifications about forwarded meetings to the Deleted Items folder

ﬂ Qut of Office Assistant
Create Qut of Office messages here. You can either choose to send auto-replies to senders while you are out of the affice o for a spedific period of
time,

) Do not send Out of Office auto-replies
) Send Out of Office auto-replies

Start time: Thu 6/26/2008 A

nd time Fri 6/27/2008 A

Tahoma v 10w

Tahoma | 10w

-
5 Rules
@ Mew Rule = Change Rule... . Delete

Actions

Rule
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Options

Regional Settings

Messaging

Speliing

Calendar Options

Out of Office Assistant

Rules

E-Mail Security

Junk E-Mail

Change Password

General Settings

Deleted Items

About

Options

Regional Settings

Messaging

Speliing

Calendar Options

COut of Office Assistant

Rules

E-Mail Security

Junk E-Mail

Change Password

General Settings

Deleted Items

About

Options

Regional Settings

Messaging

Speliing

Calendar Options

COut of Office Assistant

Rules

E-Mail Security

Junk E-Mail

Change Password

General Settings

Deleted Items

About

S E-Mail Security

For maximum e-mail security, download and install the S/MIME control onto all computers that are used to access Outlook Web Access. 5MIME is a
security feature that enables you encrypt and digitally sign e-mail messages that you send out, view encrypted content in messages that you receive,
and verify senders' digital signatures. You must have a digital ID, also known as a certificate, to use the 5/MIME control. For more information, contact
technical support for your organization.

Thiz computer does not have the S/MIME control installed. You can download the 5/MIME control by dicking the link below and then dicking Run in the
Internet Explorer dialog box that appears.

Download the Outlook Web Access 5/MIME control

(g Junk E-Mail

) Do not filter junk e-mail

@ Automatically filter junk e-mail

Manage Safe Senders List &

E-mail from e-mail addresses in your Safe Senders List will never be treated as junk e-mail.
‘fou can indude e-mail addresses or entire domain names in this list.

Safe Senders | Add |
enews @wnmail. wcax.com

Also trust e-mail from my Contacts

Manage Blocked Senders List ¥

Manage Safe Recpients List ¥

[7] Treatall e-mail as junk unless it comes from someone in my Safe Senders or Safe Redipients lists, or from senders in my organization

ﬁ?& Change Password

Enter your existing password, type a new password, and then type it again to confirm it.

After saving, you may need to re-enter your credentials and log on again. You will be prompted by Outlook Web Access after your password has been
changed successfully.

Domain'user name: DII-ADYrboudreault
0ld Passward: [ |

Mew Password: [ |

Confirm New Password: | |

8
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Options

Regional Settings
Messaging
Speliing

Calendar Options
Out of Office Assistant
Rules

E-Mail Security
Junk E-Mail
Change Password
General Settings
Deleted Items

About

Options

Regional Settings
Messaging
Speliing

Calendar Options
COut of Office Assistant
Rules

E-Mail Security
Junk E-Mail
Change Password
General Settings
Deleted Items

About

Options

Regional Settings
Messaging

Speliing

Calendar Options

COut of Office Assistant
Rules

E-Mail Security

Junk E-Mail

Change Password
General Settings

Deleted Items

About

|@j E-mail Name Resolution

When resolving names, check first in:

Global address list

@ Contacts
% Appearance

To see the color scheme you select, refresh your browser after saving your changes.

Seattle Sky w

@ Accessivity

If you have low vision and use & screen reader or high contrast settings, you can select the check box below to optimize Outlook Web Access for all
subsequent sessions. To update this setting, you must save your changes and log off,

[[] Use the blind and low vision experience

Deleted ltems

[F] Empty the Deleted Items folder on logoff:

Recover Deleted Items

You can recover items that were recently emptied from your Deleted Items folder. Recovered items will be moved back to your Deleted Items folder.

Recover to Deleted Items Folder Permanently Delete

= subject Deleted On - = Fram Received

There are no items to show in this view.

Items © taDof 0

{} About Outlook Web Access

Use the information below to troubleshoot problems and report issues to technical support.
23 Copy to dipboard

Mailbox owner: Boudreault, Rhonda [Rhonda. Boudreault@state. vt.us]

User-Agent: Mozilaf4.0 (compatible; MSIE 7.0; Windows NT 6.0; SLCC1; .NET CLR 2.0.50727; .NET CLR 3.0.04508; InfoPath. 1)
Cutlook Web Access experience: Premium

User language: English {United States)

User time zone: (GMT-05:00) Eastern Time {US & Canada)

Exchange maibox address: jo=state.wt.usfou=50V_EXCHANGE cn=Recipients/cn=Rhonda.Boudreault
Cutlook Web Access host address: https: ffwebmail state, vt.usfowa

b Access version: 8,1,278.2

< Web Access host name: webmail state. vt.us

5/MIME control: notinstalled

Client Access server name: ent-cas03.vsms. state.vt.us

Exchange Client Access server .NET Framework version: 2.0.50727.1433

Client Access server operating system version: Microsoft Windows NT 5.2,3790 Service Pack 2
Client Access server operating system language: en-US

Microsoft Exchange Client Access server version: 8,1,240.0

Client Access server language: en-US

Client Access server tme zone: Eastern Standard Time

Microsoft Exchange Client Access server platform: 64bit

Mailbos server name: ENT-MAILBOX01.vsms.state.vt.us

Mailbox server Microsoft Exchange version: 8.1.240.0

Other Microsoft Exchange server roles currently installed on the Client Access server:
Authentication type assodated with this Outlook Web Access session: Basic

Public logon: Yes

9
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Mobile Devices ﬂ Mobile Devices

Manage your moble devices here,
You can remove devices that you are no longer using. If you forget your device passwornd, you can access it here. If you lose your phone or mobile:
device, you Can intiate a remote device wipe to protect your informaton,

End users now that utilize ActiveSync

i . To add a new device, begn i with ft From the device and it vl appear n the kst below.
clients that support the Message Security
3 Remaye Device from LSt Wipe Al Dats from Desses. .. Display Devacs Paseword | Ratneve Log...
Feature Pack and later will now be able
| Device Last Syne Time Stabus

to perform certain interactions through | poserec Th /172005 14:51 AM 3 oK
Outlook Web Access without engaging
the Help Desk.

NOTE: New mobile user’s group will need
to be added to the mobile user’'s group.

Security ( show explanation )
This is a public or shared computer

This is & private computer

OWA Light

Outlook Web Access Light is your choice if
you are using a Macintosh, an older
browser, or a slow internet connection.
“Light” has been redesigned to offer the best
accessibility standards for blind and low
BTN = dii-adYrboudreault vision users.

| LogOn

Firefox
Safari
Opera
Netscape
IE 7.0
IE 6.0
IES.5
IE 5.01 & IE 5.2 on Mac

Compatible with:

10
S:\DlICrossFunctional\Projects\Exchange2007\Documentation\OWA-Exchange\OWA New features.doc



